
Project Modification Request 

 

Click Create Project Modification Request (PMR) button 



 

Click Continue to begin the PMR.  

 

The sections listed above are those that can be modified.   

Each section’s status must be changed to Complete before the PMR can be submitted.  

 



 

 

In the Main Summary Section the following changes can be made.  

 Project and Financial Contact Information 

 Project End Date 

In the Submitted By drop down menu select the person who is submitted the PMR. 

Each time a PMR is submitted the subgrantee must include the End Date whether it has been changed 

or not.  

A justification for any requested change must be included in the Main Summary section in the 

Justification for Requested Modification text box.  

When finish with the section change the Completion Status to Complete and Save. 

 



 

 

The Activity Area Selection section will allow you to select addition or change the original activity area 

selected.   

You will be advised by your Grant Manager if any changes need to be made to this section.  

Change the Completion Status to Complete and Save.  

 

 



 

 

The Budget Detail section allows you to make any necessary changes to your budget.   

 In this section you can make the following changes: 

 Request additional funds 

 Request to move funds between line items in the same budget category. 

 Request to add a new line item to a budget category. 

 Request funds to be moved between budget categories.  



 

To make changes to an existing line item click the link to open the line item.   

Make the necessary changes in the column labeled New. 

 Edit the computation and the Cost for any item will have fund added for subtracted. 

Once changes have been made click Save.  



 

Click Add New Line if a line item needs to be added that doesn’t already exist in the budget.  

 

Make the necessary changes in the column labeled New. 

 Add the computation and the Cost for any item will have fund added or subtracted. 

Once changes have been made click Save.  

 



 

If additional funds are being requested or subtracted from the budget those funds must be included in 

the Source section of the Budget Detail. 

Select the Source by clicking the appropriate blue link. 



 

Make the necessary changes in the column labeled New. 

Once changes have been made click Save.  



 

When all the appropriate changes have been made change the Completion Status to Complete and 

Save.  



 

The Performance Indicators section is not used for the JAG grants.   

Changed the Completion Status to complete and Save.   



 

When the Status of each section has been changed to Complete the Submit Modification button will be 

available.  

Click the Submit Modification button to complete the PMR. 

 

The following message will appear.   

Click Ok to proceed. 

A signature is not required for Project Modification Requests submitted for JAG grants.  You do NOT 

need to print the signature page of the PMR for signatures.  



If a PMR was submitted in error it can be withdrawn. 

 

Click the Withdraw Modification button to withdraw a PMR. 

 

The above message will appear.   

Click Back if you do NOT want to withdraw your PMR. 

Click Yes, Request my Modification be Withdrawn, if you want to continue with the Modification 

Withdrawal. 


